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FPM LETTER NO. 450 . 1 

SUBJECT: REmiOJS IN THE FEDFRAL EICfNTIVE AWARDS PROGRAM 

(Revisions effective July I, 1961) 

Utadt of DtjtartmtfUt and Independent Establishment*: 

vith 78ar0 th * Federal &seiciea have, in accordance 

subst^ti^n!^ f th L' GovernmRnt ^Ployeeo Incentive Awards Act, Bade 
for increased use of anployee suggestion programs, and awards 

for superior performance have increased from a nomiAal^^t to HStot 

ThSl 3 h^B 0 |L2 d ? ral mpl0y9es receiv9d *uch awards in F. Y. I960. ^ 
There have been impressive measurable benefits from these employee con- 
tributions as well ae imj^rtant intangible benefits. t 

'U ■ 1 

is sr™ w “ 10 

.f 71 line ' w * th tt!6 Comaission's interest in seeing the incentive 
£2* PP08r «S Actively and vigorously to improve JSEnwSt 
Doctors * Conmission staff has surveyed the views of'Re^al 

^centive awards officers, manageaent and supervisory 
* establishments, and the Interagency AdvisorTSo^ 
Wt^gard tc oh^„ that -old « 0 r«„ th. v2u, Jf t£l££X, 

ACTIOiJ TO STRQ1GTHPN THE PROGRAM 

Th “* ‘ sarv ’ y * have lndl «‘«> th« n«d for the following fou^point 
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p et ugnm for strengthening the operations of the suggestion syst mu 

*• „*/V r ; * ' 

1. A HIGHER STANDARD FOR CASH AWARDS 

Section 32.302 "Cash Award* — Tangible Beaeflis^aad Section 32.303 
"Cash Awards -r- Intangible Benefit#" of the Civil, Service O o e sfls s l c si *<#- , 

ulation* have bee n revised to raise the standard for gran tin g the mini— 
mh award. The standard is set by specifying in Section 32.302 that the 
miwiMum oash award will be granted for oasee with tangible benefits only 
when the tangible benefits hare a value of $50 or acre. The standard is 
set for cases With intangible benefits by specifying in Section 32.303 
that the cash award will be granted when the contribution comperes , 

favorably with those receiving the minimum cash award for tangible bene- 
fits. Within this statement of principle the agencies may develop addir- 
tional guide lines that may be useful to them in arriving at decisions cm' 
the types of cases that are common to their agencies. 

Th i # minimum standard assures that cash awards will be used as an 
incentive in -those cases where the benefits to the government dearly 
exceed the gwieral cost of processing a suggestion. * 


An employee contribution which does not merit a oash award under the 
new standard any be recognised by a certificate, letter of appreciation, ; 
nr jithrrr Twennn considered appropriate for the ciroxsas tance* . 


2. 4£J 




■ED AWARDS SCALE 



In recognition of the revisions to Sections 32.302 and 32.303 to estab- 
lish a higher standard for granting cash awards, revisions have also been r 
incorporated in these sections to raise the minima cash award to $15* 

In addition, to help in focusing additional employee attention an the 
desirability for suggestions with appreciable tangible benefits, the awards 
scale for tangible benefits has been revised to permit larger awards. 

Under the improved scale the award will be 5% of the tangible benefits up 
to the level of $10,000 in benefits. 


3. ACTION TO IMPROVE ADMIN I5THATICM 

Jfc ■ ^ i a; • • *■ 4 ' 

The major ob Je^SiVe of the/ suggestion system is improvement in effi- 
ciency and eoon»y^of g o v ernm ent operations. The administration of the sys- 
tem should ^Vfeefficient^Shd simple as is consistent with this objective. 

In furtherance of this objective we recoai&sndt 

- - That each agency establish in its operating manual a definition 
of a suggestion which contains a specific statement to exclude 
the kinds of proposals often received which should be Ineligible 
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proposals which merely call attention to the need for 
, , maintenance and repair workj :,t " v/'- - * 

o proposals to improve working conditions that the ataploymeor 
his immediate supervisor can oorrect through normal or 
ary action, and * • •’ "**"■> 

° do ^ suggest ppec.lfically a#epw» 

for improving the operations of the agency or of the timiniipfj 

- That agencies specify in their instructions that' maployee proposals' 
will not be evaluated through the suggestion system when they do 
not meet the agency* a definition of a suggestion, or When it is 

^ °^ fT ^ OUB ^hat the potential benefits of the proposal, if adopted, 
would not be sufficient to offset the cost of processing it ror '’ 
evaluation. Employee proposals which are excluded from the sug- / 
geetion system should, of course, receive any attention that is y 
desirable or necessary through regular administrative c hanne l s as 
an employee relations matter. 

- That a suggestion not be referred from one agency to another unless 


(a) 

(b) 

(c) 


/x I* 


it has been adopted and there is reason for believing it has 
potential use in the other agency, or 

the originating agency recommend*) its adoption by the other 
agency, or ^ 

a designated official of the incentive awards program has m ad e 
a specific decision that there appears to be sufficient poten- 
i ’ tU1 merit be warrant referral outside the agency. 

“/ u ®® b * Eado °? regular administrative channels to obtain an 

. evaluation of a suggestion that must go to a higher organisational 
level whenever this will shorten the number of steps in the eval- 
uation process. * 

- That agencies consider the possibility of delegating authority to 
e chairman or secretary of the awards consul ttees to approve small 
awards (for example $ 25.00 or less) without prior review by the^ 
whole consul ttee. J 


.. Additional details on these techniques will be provided to the agencies 
through incentive awards publications and later be incorporated as advisory 
material in a supplement to Chapter 1-4 of the Federal Personnel ManualT^ 

4- IgA OF PRACTICES THAT ENCOURAGE BETTER SUGGESTIONS 

which T ?n^^«*f e w ter su ^ estiofta » we urge a positive and active program 
which includes techniques of the following types; ^ ^ 

Give assistance to the employee . 


o 


Supply How-to— do— it pointers 
ing useful ideas. 


or guides to the employee on develop— 
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needs of operating 
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*r# lighted. This technique’ 

Adentl-fies problem areas for the employee* Thie ie 
tieed,f ‘ .before constructive improvmoent can be tteveloped. Second, 
it tends to focus the suggestion activity on areas management 


^.feelo a^e most important 

° .^nooiWe Supervisors to use the program to enlist employee assist* 
ance in ittprovlng operations in their own units.* Give recognition 
to the supervisors who do improve their unit** operation thro ugh 
ideas submitted by their staff. 

o Use the awards program to dramatise the need for ideas that We 
dollar savings. 

o Use the awards program to support management improvement activities 
eudh as records management, conservation of materials, organisation 
and methods studies, etc. 

. t~- ; i»ti * 


Further information on these techniques will be provided to' the agencies 
through incentive awards publications and later be included as advisory 
material An a supplement to Chapter J-4 of the Federal Personnel Manual. 

To obtain the .maximum benefit from the changes in the Regulations, 
a f an +^ eS 8hou - Ld announce the revisions to employees in conjunction with agency 
adoption of* or renewed emphasis on, a positive program to use the ideas 

Swa4^t 1 iiis. t s.uor oura£e ®““ i practicai ' ug8 ** tion! ’ “ d facm - 


In view of the polipy set by the Congress through enactment of the 
Ckr^rnmant Snployeee Incentive Awards Act, and in view of the ever-present 
need to reduce Costs and improve efficiency of operations, it is important 
that &genoies. make full use of the incentive awards program to encourage 
employees to be cost conscious and improvement minded. 
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